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Fersonnel idrector
Research and Planning Staff

naview of Personnel uffice Frogram Achlevements - First Six
sonths, 1953

it the half=-way .ark in calendar year 1953 it is appropriate to
review progress made towards the objectives of the personnel prooram
for ihe year,

1. Ageney lepulations

Substantial achlevement is svident in the deovelopment
of regulatory issuences, There has been developed for the
varsonnel section of the CfA ramual a ¢lassification of nore
than 50 categories within which mabely 100 re.ulations
will be istued, 25X1A
Approximelely one- of the re;ulations scheduled in this
framework have been forwsrded from the Fersonnel (ffice for
Agency ceooydinetion and authentication prior to issuance,
snother group of equal size is in the drafting or coordination
stages within the Personnel Office. Of the remainder several
are awalting poliey decisions or may be eliminated by adjust-
mente in the clansification of the Personnel section of the
sarmal. 3ix are to be drafted ocutside the Personnel Office,
5 detalled status report on the repulatione project is atitached

as Appendix 4,

2. Parsomnel Irector Memoranda

The attainment of this advanced stapge in the personnel
regulations project has parnitted the initiation of s revision
of the Personnsl Uireetor Yemorandum system to intacrate these
issuances into the Personnel section of the Manual, A workin:
classificetion of the PDH's has bheen made as a prelimimary in
the drafting of instruections for the elinination of cbsolete
material gnd the coding of valid iteme for inclusion in their
appropriate !anual place.

3. iiamioooks

There has been developed for Agency information and use,
with proper integrstion into the HYasmual scheme, & "(uide to ths
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‘reparation and Frocessing of Standard Fomm 52, lecuest for
Personnel Action”™, A handbook entitled, "How Your Fosition is
Classiftied in CIA", whiech is in the reproduction procecs, should
be of benefit in illuminating this freguently nisunderstood
phase of personnel management, An informationsl bhooklst "Facts
for ‘embers of the Personnel Career Service® is ready for dis-
tribution to all exployees to whom a "FI'" (areer Lesignation is
asaisned.

he Classification

rurther sctivity in the classiiication field includes
the receni initiation of an intensive standards writing project.
in additdon, with the disbanding of ths group workin: on develop-
ment of qualification standards, responsibility has Deen piven to
WL for the divsction of a program widch includes ihe writing of
qualifiestion requirements as = part of position descripilons and
position standards,

5. Lecrulisent

: Ths extensive reductions in force which have for some
time Loen proceeding in many rederal agencies have vpemed a source
of elerical recruitment. Files of employees of other agencles who
are so afiectad are being screensd and interviewin; of jualified
personnel is continuing, Applicant information sheets ars nov
in use as a general rceruitment device to inform interested persoms
concerning the security requirements for employment in thls ifgency,

Se  Tlacenens

Flacement activities nhave been facilitated by the com-
pletion of uhe codification of quelifications of Agency personnel
whieh enavles the prepsration of Employee wualifieation Repisters.
. pystem of successive follow-up interviews by placemsnt officers
with new eaployees has been established in order to ald in the
patisfactory adjustment of new employees and dster-ne any
auxiliary sction needed.

Te 1liter,; Personnel

A regulasion governing the use of detailed .ilitary per-
sonnel is now undergoing Agency ceordination, Waen approved it
will assige tc the Aseistant [drector (Cersonnel)} respemsiuility
Tor procuremant of military ersonnel overseas, as well as in
this comntyy s& at present, and will provide for identification
of positions requiring =ilitary persomnnel on Tacles of rganizs-
tion and for assizmment of military personmel Lo these positions.
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fe Career Service

In the Career Service Program procedures for ithe assigr
nent of Career l.esi:mations to Staflf Emjloyees have .cen *swed
and &n Agency notiee on the subject published, losters of Carser
vesignations have been prepared and controversial cases identified.

Y« VFersonnsl Lelations

& Jongmfelt laek in iha e':‘:!iplﬁyea ralations [ield nas been
filled tbrouch the establisnment of = secure hwspitalization snd
sargleal inpursnce pro ram availavle to all interesizd esployoes
by menbersalp in uroup tospitalization, :nc., throurh the Coverne
sent imployees nsalth issociation, lasvance of new ldentificatic:
cards 1 employees alread; memoers of U.id.l. i8 in progress. lx-
Lansion of the pro.orzsn to overseas persomel is aocout to be under-
taken,

10, Incentive swards
Creat stimulation, with corresponding response, has veen
elfected 1n the Incentive wards Pro.rar through sccelerated Lespo
ol e activity and the use of sositive sromotionsl tscinigues.

i1 bhe secomd six wonths of the yeer it &uﬁ&* te posaible not
ouly to conbtinua or couplete projects already well started or in L sir
final stages, but also to put increased emphasis on inforuational

iseuances of the Landbosk type, the iloprovement of asnrloyse benefi.s
and services, ihe development of ihe Career Service Pro:rs: on the

basls of the Career Lesipnations and the  eneral refiiessat and Loae-
provencnt of 211 phases of tiw rersoinel program,

fittachmeant

25X1A w4 (L5 ey 1953)

Distributions
U ¢ 1 - addressee

25X1A 1 -
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15 April 1953
ME ORANDUM FOR: All Divisjon and Staff Chiefs
FROMg Personnel Director
SUBJECT: Perscnnel Program for Calendar Year 1953

1. Attached hereto is a "Personnel Program" staterent for calendar
year 1953. You will note that many of the plans and projects discussed
herwin represent activities already in process. A summarization of cur
plans and projects for 1953 is considered desirable; however, in order
that all members of the Personnel Office will be aware of those matters
that we intend to emphasize during the calendar year.

2, It is sugrested that the attached statement be circulated to
.’ all members of the Personnel Office for their information and guidance,

Attacment N

-
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PERSONNEL OFFICE PROGRAM
CALEMDAR YEAR 1953

1. GENERAL

a. There are three basic objectives underlying the Personnel Office Program
for 1953:

(1) To provide greater assistance to supervisory officials at all levels
in the performance of their personnel management responsibilities. Cenerally,
this objective is to be approached by making available to these officials
moTe and better written materials of both a repulatory and informational
nature, ané also tarourh more effective personal contact with these offlcials.

(2) To provide better service to Agency personnel generally, particularly
through a more effective and expanded program of employee services and beneflts.

} )

(3) To streamline and further simplify personnel operations and procedures
in order thet the Personrel Office may discharge its functions and responsi-
tilities with maximum economy ami efficiency.

b. It is believed that the following will contritute to the attainment of
these objectives.

2. DEVLLOPLNT OF REGULATORY AND INFOMATIONAL ISSUANCLS
a. Repulations

(1) One of the birgest contritutions the Personnel Office can mske toward
the Agency's personnel mgnarement program 1s through the project which has
already been initiated for the development and publication of a series of lasic

V;ersonnel regulations, Lhen published, these regulations will make available
both to supervisors and /gency personnel generally the basic information needed
for an effective personnel program in CIA. The completion of this project has
a top priority in 1953.

(2) Another project, closely related to the sbove, involves the revision
of our system of internal. Personnel Office issuances (PIti's) to make our
internal issuances consistent with the new Arency system. Briefly, this will
involve chenging the Personnel Offlce gystem so that internal issuances can
easily be relsted to Arency issuances and filed with them in the Agency menual.
This project will tegin as soon as the bulk of the Apency material is published.

security Information CONFIDENTIAL
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b, Informational Issuances

Another form of written material vhich will contritute significantly to the
d:ency persomnel progrem 1s the informational type of issuance. The following
meberials are among those scheduled for putlication in 1953.

25X1A

e
(2) Hendbook for Supervisors - One of the most pressing needs in this ’l"“w}ﬁ :

Arency is for a handbook which will provide supervisory persomnel with the w

pasic persomnel management information they require to carry out their personnel J‘r"

responsibilities, It will attempt to do for supervisors what the existing b"t

Tmployee 's Handiook does for Agency persommel generally. SJ"\

i

(3) Persomnel Office Film Strip - It is proposed bto develop a film strip - v"iw-[{’
oD the functions and services of the entire Persommel Office for presentation

to Arency administrative and supervisory persomel. This will be similar to

the £ilm strip now used by PD(C) tut will be more conprehensive.

(L) Classification and Lage Administration Handbook - This handbook will
contain information on classification and wage administration matters for
supervisory persommel as well as employees generally.
3, DEVELOPMENT OF CLASSIFICATION AND (UALIFICATION STANDARDS

a. Classification Standards

since classification standards are essentlal to an effective clasgification
prorram, it is important that standards applicable to Agency positions be completed
sn the current calendsr year. This is the responsibility of the Classification
and V.age Division.
W p, (ualificetion Standards

1t is intended that the working group recently assigned responsibility fox
the development of qualification standards will develop a satisfactory approach to
+nis proklem oarly in the year in order that the rmajority of the standerds needed
- Arency positions will be completed before the end of the year.
I. PROCURRIENT OF PERSORNLL

a. Selection

In personnel procurement the Agency will continue to emphasize a high degree of
salectivity despite the scarcity of ekilled personnel in the present labor market,

-:-2m
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It is anticipated that the recrultment of specialized persormel will remain fairly
well stabilized but that clerical recruitment will contimuie critical. Special
techniques must continue to be utilized in developing adequate numbers of qualified
clerical candidates.

b. Correspondence

. Continued emphasis will be placed on improving communicatione with applicants
through revision of letter content to include gll pertinent information, dispatch
of timely letters during the processing period, and attention to the style and
appearance of letters.

c. Appointment Processing

A study will be made of all aspects of appointment processing to reduce the
number of forms, processing steps, etc., to a minimum. This study will include
procedures for the referral of applicants to operating officials In an effort to
reduce the smount of time consumed in obtaining employment recommendations from
&ll interested offices. It is also intended to establish s procedure for intro-
. :tions of hirh-level appointees to the Persommel Director or to the Chiefs, PDO
¥4 PIC as appropriate. ' |

5. PLACEMENT AND UTILIZATION
‘8¢ Civilian Persommel

Placement personnel will continue to make full use of information developed
through follow-up interviews end Persormel Lvaluation Reports as a bagis for
obtainin; meximum utilization of Agency persormel. Administrative records of
these and other pertinent items on individual "placement work records" will enable
the placenent officers to offer greater acdvice and assistance in connection with
proposed assipnments and other personnel actions. Increased use shall also be
made of the (ualification legister in connection with in-service placement activities.
Reduced personnel turnover and increased job satisfaction will result if existing
techniques are conscientiously applied.

w’ b. Military Persommel

1ith respect to military personnel, our objective ghall be to have the existing
policy on the utilization of such personnel published in a suitable Agency issuance,
and to see the policy implemented through effective procedures. An agreement with
the Department of Lefense mekes this & "must" this year.
6. CAREIR SERVICE PROGRAM

a. Agency and Office Boards

The Porsonnel Office will continue to rive support to the Career Service Program
by providing maximum support to the CIA Career Service Board and the Office Career
Service Boarda, and by supporting those programs and projects that contribute to
the establishment of an Agency Carecer Service. In this connection it must be

-3m
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recognized that & good “Career Service Program” and & good "Persomnel Progran" are
onz and the same.

b. Persemnel 0ffice Career Servics Board

The role of the Personnel Office Carcer Service Board will be more clearly
defined in order that it may furnish maximum assistance to the Personnel Dirsctor
in implementing the Career Service Progcram within the Persormel Office.

c. Development of Persomnnel Ceneralists

The need for generalists qualified to assume Personnel Officer positions in
operating components is important and immediate, Specific plans for rotation of
specialist professionsl personnel throughout the Personnel Office will be developed
and implemented.

7. POSITION CLASSIFICATION
a. Improved Position Descriptions

The existing program for regular classification surveys will be continued.
Attention will be piven to refinement of position descriptions to provide &ll perti-
nent information. :

b. Speciasl Classification Procedures

Instructions will be issued implermenting specisl provisions for the administra-
tion of operational and trzining position allowances. Eriefly, these plans provide
for modification of the position classification system in certain instances to
provide for assifnment of incumbents at higher grades when nocessary for operational
or for training purpcces.

8. STATISTICAL RIPORTING

Lvery effort will be made to lmprove the new lonthly Personnel Statistical
wport in order that it will be of meximun value to the Persomnel Office, the
puty Director (Administration), and also to those key Agency officials who require
such data to enable them to discharge effectively their personnel manafement responsi-
Lilities.

9. DMPLOYEE BENEFITS AND SLitVICLS

This 15 an important ares in an Agency such as this. Since A{ency personnel are
necessarily denied certain benefits and privileges normally rranted other Federal
personmel as well as individuals in private industry, it is advisable for CIA to
continue to provide Agency personmnel with & well-rounded program of such benefits
and pervices. Lxisting services will bte continued and strengthened, with particular
emphasis on the following:

I [

Sourity Information i ¢ i,
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a. Insurance Program

Special emphasis should contimue to be given the recently assifmed insurancc
function. It is important that all individuals eligitle for the hospitaligation
and surgical insurance now available be informed with respcct to coverage involved,
and also that they receive the best possitle service from the Personnel Office with
refard to collection of premiums and processing of clains. In this connection
it may be desirable to explore the lerality and feasibility of collecting such
premiums througch payroll deductions, not only as & convenience to employees but
also as & matter of sconomy. A continuing review will Le made of this program to
obtain extension of coverage and benefits whenever practicable.

b. Credit Unlon

. The Personnel Office should favor every action which will tend to stren;then
the Credit Undon facility in the Agency, regardless of the organizational location
of this function. A sound, active Credit Union will contriiute much, not only to
+-g convenlence of Agency employees, tut aleso to security.

¢. Bulletin Boards

The Persormel Office will take positive steps to establish the Arency bulletin
board system as a devise for informing employecs of matters of general interest,
and for facilitating the exchange of information on such essential matters as
transportation, housing, etc. Steps are presently belng taken in this direction.

d. Vorking Conditions

thile serious limitations exist on the role which the Personnel Office can
play in improving working conditions generally, every effort should and will be
made to do what it is possible to do toward improving such conditions. The cost
of employee dissatisfaction and turnover is too great to disrefard the very important
factors attributable to such unsatisfactory conditions as cramped, poorly lighted,
poorly ventilated offices, inadequate heating facilities and the like, Uhere it
., possible for the Personnel Office to meke a contribution, recormendations should
W forwarded to the Personnel Director for whatever action that can be taken in
the particular instance.

e. Incentive Awards

Continuing support will Le given the recently rejuvenated Incentive Awards
Progranm in order that employee interest may continue on a high plane. Although
the initial emphasis hes been on the sugpestion program, every effort should be

made to ostablish equsl or preater interest in tne phases of the program dealing
with efficiency and superior accomplishment awards.

£, Houging Service

The Persomnel Office will take positive steps to increase the housing service
being offered to Arency personnel in the realization that adegquate housing is

-E‘-
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essential to maintsining good employee morale., Such steps would include consolidat-
ing and enlarging the present files of listed accommodations available, providing
facilities for employees to describe and 1ist houses ard apartments which they might
wish to sell or sublet to other Agency persomnel, and offering to arrange temporary
initial housing for those employees entering on duty. The existence of the housing
service conducted by Personnel Relations should be more widely publicized in order
that all Agency personnel will be apprised of the asslstance available when they
seek housing accommodations and will be encouraged to report housing accommodations
of which they have knowledge for the benefit of others.

10, CENTRAL PROCEGSING
Every effort will be made to improire the service to Agency personnel departing

for and returaning from overseas duty, with particular emphasis on building up the
files of informational materials for the use of personnel scheduled for overseas.

11. SPECIAL CONTRACTING AND ALLOWANCE FUNCTION

4, Contracts will be reviewed for the purpose of ascertaining whether changes in
a%horized allowances should be made to bring such allowances in line with present
conditions.

12, PROGRA! EVALUATION

with the basic aspects of the CTA personnel progrem firmly established, it
is now timely *hat a program for systematic evaluation of our personnel policies
and procedures be undertaken. We must be assured that our policies and procedures,
once established, contime to be the most effective policies and procedures in

terms of circumstances currently existing. This will be a responsibility of the
Lesearch and Planning Staff.

> f -
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15 Aprdl 1953
FMEL ORANDUIM FOR: ALl Division and Staff Chiefs
FROI; Personnel Director

SUBJECT: Personnel Program for Calendar Year 1953

1. Attached hereto is a "Personnel Program® statement for calendar

ysar 1953. You will note thst many of the plans and projects discussed
hersin represent activities already in process. A summarization of our
plans and projects for 1953 1s considered desirable, however, in order
that all members of the Personnel 0ffice will be aware of those matters
that we intend to emphasize during the calendar year.

2, It is sugpested that the attached statement be circulated to
all members of the Personnel Office for their information and guidance.

ot . 7
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PERSONNEL OFFICE PROGRAM
CALEMDAR YEAR 1953

GITERAL

a. There arc three basic olLjectives underlying the Personnel 0ffice Program
1953:

(1) To provide greater assistance to supervisory officisls at all levels
in the performance of their personnel management responsibilities. Generally,
this objective is to be approached by making available to these officials
more and better written materials of both a2 repulatory and informational
nature, and also tarourh more effective personal contact with these offlcials.

(2) To provide better service to Apency personnel generally, particularly
through a more effective and expanded program of employee services and beneflts.
And,

(3) To streamline and further simplify personnel operations and procedures
in order that the Persormel Office msy discharge its functions and responsi-
tilities with maximum economy and efficiency.

b. It is believed that the following will contritute to the attaimment of

these objectives.

2o

DEVLLOP.LNT OF REGULATORY AND INFORMATIONAL ISSUANCLE

a. Regulations

(1) One of the birgest contriltutions the Personnel Office can make toward
the Agency's personnel mgnarement program is through the project which has
already Leen initiated for the development and publicatlon of & series of Lasic
personnel regulations. Lhen published, these rerulations will make available
both to supervisors and ffency personnel generally the baslc information needed
for an effective personnel program in CIA. The completion of this project has
a top priority in 1953,

{2} Another project, closely related to the above, involves the revision
of our system of internal Persomnel Office issuances (PIM's) to make our
internal issuances consistent with the new Arency system. Briefly, this will
involve changing the Persomnnel Office system so that internsl issuances can
easily be related to Agency issuances and filed with them in the Agency manual.
This project will Legin as soon as the bulk of the Apency material 1s published.

B
(=279 | 1N Y
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b. Informational Issuances

Another form of written materisl which will comtritute significantly to the
frency personnel program is the informational type of issuance. The followlng 25X1A
meterials are emong those scheduled for putlication in 1953.

(2) Handbook for Supervisors - One of the most pressing needs in this.
Arency is for & handbook which will provide supervisory persormel with the
basic personnel management information they require to carry out their personnel.
responaibilities. It will attempt to do for supervisors what the existing
Trployee's landtook does for Agency personnel generally.

(3) Persommel Office Film Strip - It is proposed to develop a £ilm strip
on the functions and services of the entire Persormel Office for presentation
to Agerncy administrative and rvisory persomel. This will be similar to
the film strip row used by PD(C) tut will be more comprehensive.

(4} Classification and \L.age Administration Handbook - This handbook will
contain information on classification and wage administration matters for
gupervisory persormel as well as employees penerally.
4, DEVELOPMENT OF CLASSIFICATION AND GUALIFICATION STANDARDS

a. Classification Standards |

since classification standards are essential to an effective classification
yrorram, it is important that standards applicable to Agency positions be completed
i1 the current calendar year. This is the responsibility of the Classification
ard lage Division.

b, t(ualification Standards

Tt is intended that the working group recently assigned‘ responsibility for
the development of qualification standards will develop & satisfactory approach to
this protlen early in the year in order that the majority of the standards needed
751 Apency positions will be completed before the end of the Yyear.
.. PROCUREMENT OF PIRSONNLL

a. Selection

In personnel procurement the Agency will continue to emphasize a high degree of
selectivity despite the scarcity of skilled personnel in the present labor market.

=gl aur
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Tt is anticipated that the recruitment of specialized persormel will renmain fairly
well stabilized but that clerical recruitment will continue critical. Special
techniques must continue to be utiligzed in developing adequate numbers of qualified
clerical ceandidates.

b. Correspondence

Continued emphasis will be placed on improving communications with applicants
through revision of letter content to include all pertinent information, dispatch
of timely letters during the processing period, and attention to the style and
appearance of letiters.

¢. Appointment Processing

A study will be made of &ll aspects of appointment processing to reduce the
number of forms, processing steps, etc., to a ninimm. This study will include
procedures for the referral of applicants to operating of ficials in an effort to
reduce the amount of time consumed in oktaining employment recommendations from
all interested offices. It is also intended to establish a procedure for intro-
ductions of hijh-level appointees to the Persomnel Director or to the Chiefs, PTO
and ‘PDC a8 appropriate.

5_. PLACEMENT AMD UTILIZATION
8. Civilian Persomnel

Placement persomnel will continue to make full use of information developed
throurh follow-up interviews and Persommel Lvaluatlon Reports as a basis for
obtaining maximum utilization of Arency persomnnel. Administrative records of
these snd other pertinent items on individual "placement work records” will enable
the placenent officers to offer greater acdvice and assistance in connection with
proposed assignments and other personnel actions. Increased use shall also be
made of the (ualification Register in connection with in-service placement activities.
Reduced personnel turnover and increased job satisfaction will result if existing
techniques are conscientiously spplied.

b. Mlitary Persomel

Lith respect to military personnel, our objective ghall be to have the existing
policy on the utilization of such personnel putlished in a suitable Agency issuance,
and to see the policy implemented through effective procedures. An arreement with
the Department of Defense makes this a "must" this year.

6, CARFER SEXVICE PROGHAM

a. Apency and Office Eoards

The Persomnel Office will contimue to rive support to the Career Service Program
by providing maximum support to the CIA Career Service Board and the Office Career

Service Boards, and by supporting those programs ard projects that contribute to
the establisimont of an Agoncy Career Service. In this connection it must bem P\\-
i\
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recognized that 8 rood "Career Service Program" and a pood "Persomnnel Program" nré _
one and the same.

b. Persomnel Office Career Service Board

The role of the Personnel Office Carcer Service Beard will be more clearly
defined in order that it may furnish maximum assistance to the Personnel Director
in implementing the Career Service Procram within the Personnel Office.

¢. Development of Persomnel Generallsts

The need for generalists qualified to assume Personnel Officer positions in
operating components is important and immediate. Specific plans for rotation of
specialist professional personnel throughout the Personnel Office will be developed
and implemented.

7. POSITION CLASSIFICATION
a. Improved Position Descriptions

The existing program for regular classification surveys will be continued.
Attention will be given to refinement of position descriptions to provide all perti-
nent information.

b. Specisl Classification Procedures

Instructions will be issued implementing specisl provisions for the administra-
tion of operational and training position allowvances. Eriefly, these plans provide
for modification of the position classification sys in certain instances to
provide for assirmment of incumbents at higher grades when necessary for operational
or for training purposes.

8. STATISTICAL REPORTING

livery effort will be made to improve the new Monthly Personnel Statistical
Report in order that it will be of maximum value to the Personnel Office, the
Deputy Director (Administration), and also to those key Arency officials who require
such data to ensble them to discharge effectively their personnel management responsi-
tilities. '

9., TIMPLOYEZE BENEFITS AIND SLRVICLS

This ie an important ares in an Agrency such as this. Since A;ency personnel are
necessarily denied certain benefits and privileges normally rranted other Federal
persommel 2s well as individuals in private industry, it is advisable for CIA to
continus to provide Agency personnel with a well-rounded program of such benefits
and gervices. LExisting services will be contimnued and strenrthened, with particular
emphasis on the following:

wljen
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&. Insurance Program

Special emphasis should contime to be given the recently assigned insurancc
function. It is important that all individuals eligitle for the hospitalization
and surgical insurance now available be informed with respeet to coverage involved,
and also that they receive the best possitle gservice from the Personnel Office with
repard to collection of premiunms and processing of claims. In thie connection
it may be desirable to explore the lerality and feasibility of collecting such
premdums throuch payroll deductions, not only as a convenience to employees but
alsoc as & matter of economy. A continuing review will te made of this progrram to
obtain extension of coverage and benefits whenever practicable.

b. Credit Union

The Personnel Office should favor every action which will tend to stren; then
the Credit Union facility in the Agency, regardless of the organizational location
of this function. A sound, active Credit Union will contriiute much, not only to
the convenience of Apency employees, tut also to security.

¢. Fulletin Boards

The Personnel Office will take positive steps to establish the Afency bulletin
board systen as a devise for informing employecs of matters of general interest,
and for facilitating the exchange of information on such essential matters as
transportation, housing, etc. Oteps are presently being taken in this direction.

d. Vorking Conditions

thile serious limitations exist on the role which the Personnel Jffice can
play in improving working conditions generally, every effort should and will be
made to do what it is poasible to do toward improving such conditions. The cost
of employee dissatisfaction and turnover is too creat to disrepard the very important
factors sttributable to such unsatisfactory conditions as cramped, poorly lighted,
poorly ventilated offices, inadequate heating facilities and the like., VLhere it
is possible for the Personnel Office to meke a contribution, recomnmendations should
be forwarded to the Personnel Director for whatever action that can be taken in
the particular instance.

e. Incentive Awards

Continuing support will be given the recently rejuvenated Incentive Awards
Profram in order that employee interest may continue on a high plane. Although
the initial emphasis hes been on the sugrestion program, every effort should be
made to ostablish equal or rreater interest in the phases of the program dealing
with of ficiency and superior accomplishment awards. 7

¢ ————— e o

f. Houeing Service !

The Persomnel Office will take positive steps to increase the housing service
being offered to Arency personnel in the realization that adequate housing is
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essential to maintaining good employee morale. Such steps would include consolidat-
ing and enlarging the present files of listed accommodations available, providing
facilities for employees to describe and 1ist houses ard apartments which they might
wish to sell or sublet to other Agency personnel, and offering to arrange temporary
initial housing for those employees entering on duty. The exlstence of the housing
service conducted by Personnel Relations should be more widely publicized in order
that all Agency personnel will be apprised of the assistance available when they
seek housing accommodations and will be encouraged to report housing accommodations
of wnich they have knowledge for the benefit of others,

10, CENTRAL PROCESSING

Every effort will ve made to improve the service to Agency personnel departing
for and returning from overseas duty, with particular emphasis on bullding up the
files of informational materials for the use of personnel scheduled for overseas.

11. SPECIAL CONTRACTING AND ALLOWANCE FUNCTION

Contracts will be reviewed for the purpose of ascertaining whether changes in
suthorized allowances should be made to bring such allowances in line with present
conditions.

12, PROGRAI1 EVALUATION

+ith the basic aspects of the CTA personnel program firmly established, it
15 now timely *hat a program for systematic evaluation of our personnel policles
and procedures be undertaken, We must be assured that our policies and procedures,
once established, contime to be the most effective policies and procedures in
terms of circumstances currently existing. This will be a responsibility of the
Research and Planning Staff.,

n6-

———BPCRET
Security Information

Approved For Release 2000/08/04 : CIA-RDP78-059&W‘OQMML+8



Approved FQL,RQIease 2000/08/04 : CIA-RDP78-08941A000100010004-8

INCLOSURE 2

WORKIOAD SUMMARY TABLES FOR
FISCAL YEAR 1953
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ITTI. RESEARCH ACTIVITIES:

A. Total number of research projects completed during the year: 20

1. Validity Studies: 9 (Example: "The Typing Test as
a Predictor of Performance in
Production Typing Positions".)

2. Basic Research: L (Example: "Intercorrelation of
the Differentisl Aptitudes
Tests".)

3. New Tests: 5 (Example: "Experimental Testing

of Pattern Perception Test™.)

li. Personnel Selection: 2 (Example: "Use of Tests in
Selection of CIA Employees®.)

B. Total number of research projects in progress at the present time: 11

1. Validity Studies: 2 (Example: "Differential Aptitudes
Tests as Predictors of Performance
in Communications Training
Courses".)

2. Basic Research: 2 (Example: "Correlation of the
IA-5 Test with Differential
Aptitudes Tests",)

3. New Tests: L (Example: "Experimental Testing
of Thurstone Test of Mental
Alertness™.)

4. Personnel Selection: 3 (Example: "Comparison of Clerical

Applicants and Employees of 1952
and 1953%,)

C. Total time devoted to research by professional personnel of the
Testing and Evaluation Division: Approximately LO%.
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RESEARCH ACTIVITIES

A. Total number of research projects completed during the years:s 20

1.

2.

3.

Validity Studies: In order to determine to what degree a test
or group of tests can accurately predict quality of performance
in a particular type of position, validity studies are prepared.
Bach study, in effect, compares the test performance of many
individuals with a rating or other index of the effectiveness

of each individualts work performance. Such studies are usually
lengthy and complex, since the device used to measure job perfor-
mance must first be designed and proven reliable. Validity
studies, however, are the final proof of the value of a testing
program.

a. Number completed: 9

b. Example: %The Typing Test as a Predictor
of Performance in Production Typing Positions®.

Basic Research: Every testing service must have certain specific
information about each of the tests and groups of tests it uses.
This information includes the reliability of each test (i,e., the
consistency with which the test measures an individual's perfor-
mance); the intercorrelation between each test in a battery of
tests (i.e., the relationship between the scores achieved on one
test and the scores achieved on another); and other types of
information which are of aid in determining the appropriateness
and adequacy of the test for the purpose and population for which
it is being utilized.

a. Number completed: L

b. Example: "Intercorrelation of the Differential
Aptitudes Tests".

New Tests: When any type of research indicates the need for

a replacement of test or a change in conditions indicates the
need for a supplement to be added to existing batteries, this
type of study must be done. Psychological literature, test
publisher catalogs, and other sources are examined until several
tests which appear to be suitable are found. These must then

be administered experimentally on the population for which the
test is contemplated, and the results of this pre-~testing must
be subjected to statistical treatment, including the procedures
described above for "Basic Research" and "Validity Studiest,

a. Number completed: S

b. Example: "“Experimental Testing of Pattern
Perception Testt,
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k. Personnel Studies: It has been found that test records on file
in the Testing Division can,at times, provide useful information
to the Personnel Office in planning, reviewing, or executing
various selection or placement activities. Whenever the Division
feels that information from this source would be of interest or
aid, or upon request by the Personnel Director, such data are
tabulated and analyzed and findings presented for the use of the
Personnel Office,

a. Number complsted: 2

b. Example: "Use of Tests in Selection of
CIA Employees®,
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